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Introduction

The Citibank feed contains ALL transactions, both DTS and MyTravel (SAP Concur). Any time a traveler uses the GTCC,
transactions will show up in MyTravel, even when the traveler is using DTS for travel. As a result, DTS travelers who may
have never used MyTravel will receive these emails when using their GTCC.

Email Reminder: “MyTravel: Outstanding Credit Card Transactions”
e Reminder sent for available GTCC transactions to be assigned to an expense report

e Three ways to stop the emails:
1. Assign the transaction to an expense report if it’s a valid MyTravel travel transaction
It takes 2-5 business days for GTCC transactions to appear

2. *Turn OFF “New company card transactions arrive” emails, under your Expense Preferences in your
Profile Settings (steps outlined below)

*CONSIDER THIS: Users may find that as they travel more in MyTravel, and less in DTS, that these emails
are very convenient. A cool feature that lets you know when your transactions are ready to expense!

3. Delete/Hide DTS travel transactions as they arrive (steps outlined below)
MYTH: Deleted transactions are gone forever
FACT: Deleted transactions remain in Citibank and MyTravel and can be restored by the Travel Manager

System-Generated Email: “User Name has received new Company Card Transactions”
e System generated for all new GTCC transactions, regardless of travel system used

e Currently cannot opt out or turn off; the MyTravel team is reviewing as a user story

e Delete/Hide your DTS transactions (steps outlined below)

Do Not Delete/Hide Meals
Assign your meal transactions along with all your official travel expenses to your report

Meals are reimbursed through M&IE, so the expense is auto-marked PERSONAL and grayed out

“PERSONAL” means no additional money is reimbursed for that meal

Just like DTS, if you need to redirect money to your GTCC from your EFT, you can “redirect funds” on the

expense report header (steps outlined below)

DID YOU KNOW?
Approving Officials can change the LOA on a request themselves!
IMPORTANT: Verify funds in the new LOA’s budget before approving.
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Profile Settings: Turning OFF GTCC Emails

1. Click on your Profile

SAP Concur

Requests

Hello, Melanie

Travel Expense Reporting ~

+

Starta
Request

2. Under your Profile Settings, click Expense Preferences

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Request Settings

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information
Expense Delegates

| Expense Preferences |

Expense Approvers

Profile Options

Start a
Report

Administration + |

App Center

+ + 00
Upload Authorization
Receipts Requests

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact
information.

Company Information
Your company name and business address or
your remote location address.

Credit Card Information

You can store your credit card information here
so you don't have to re-enter it each time you
purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-
related preferences.

Request Preferences

Select the options that define when you receive
email notifications. Prompts are pages that
appear when you select a certain action, such
as Submit or Print.

Personal Car
Personal Car

System Settings

Which time zone are you in? Do you prefer to
use a 12 or 24-hour clock? When does your
workday start/end?

Contact Information
How can we contact you about your travel
arrangements?

E-Receipt Activation
Enable e-receipts to automatically receive
electronic receipts from participating vendors.

Expense Delegates
Delegates are employees who are allowed to
perform work on behalf of other employees.

Expense Preferences

Select the options that define when you receive
email notifications. Prompts are pages that
appear when you select a certain action, such
as Submit or Print.

Concur Mobile Registration
Set up access to Concur on your mobile device

Help ~

Profile « &

00

Available
Expenses
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3. Uncheck the box next to “New Company card transactions arrive”

Your Information Expense Preferences

Personal Information

Company Information

Contact Information
Select the options that define when you receive email notifications. Prompts are pages that appear when you select a

Email Addresses
certain action, such as Submit or Print.
Emergency Contact

Credit Cards Send email when...
Travel Setti ngs The status of an expense report changes

I [BENew company card transactions arrivel I

Faxed receipts are successfully received

Travel Preferences

International Travel

Frequent-Traveler Programs An expense report is submitted for approval

Request Settings Prompt...
Request Information ) For an approver when an expense report is submitted
Request Delegates
Request Preferences Display. -
Request Approvers 1) Make the Single Day ltineraries page my default in the Travel Allowance wizard

Favorite Attendees

4

4. Make sure you “Save.”

viourr Inertzian Expense Preferences

Personal Information

Company Information

Contact Information
Email Addresses

Select the options that define when you receive email notifications. Prompts are pages that appear when you select a

certain action, such as Submit or Print.
Emergency Contact

Credit Cards Send email when...

Travel Setti ngs The status of an expense report changes

Travel Preferences [J) New company card transactions arrive
International Travel Faxed receipts are successfully received

Frequent-Traveler Programs An expense report is submitted for approval

5. Youdidit! Your changes have been saved.

Your Information Expense Preferences

Personal Information

Company Information

Contact Information

Efiaifiddicsses o Your changes have been saved.
Emergency Contact
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Deleting/Hiding DTS GTCC Transactions

1. Click “Available Expenses” on your Homepage

. T T
MY TASKS
From @
| D—:|JE"LI'5 city, airport or train station ‘
Findan aitport | Select muttiple airport Open Requests - 99+ Available Expenses — Open Reports -
To@
|.’.|'f|v‘f city, airport or train station ‘
L ETOE S o L DEL o 12/08 Trip from Washington to Des... Ice wWarenouse 04/17 TDY Des Moines
$182.50 — Travel $68.23
12/01 Trip from Washington to Ralei... 12/10 Days Inn 04/16 Test Itemization
$1,209.97 — Travel $245.53 $476.10
Show More 11/24 Trip from Washington to Bost... 12/10 Cafe Monte 04/16 TDY to Boston
$831.71 — Travel $45.76
10/30 TDY Jacksonville 11/27 Office Warehouse 04/04 Trip from Wash
MY TRIPS (12) - $1,435.45 — Travel $68.23 $1,329.91
10/13 TDY to Boston 11/27 Cafe Monte 04/03 TDY Montgomery AL
JUN Trip from Monterey/Carmel to Billings. $1.526.07 — Travel $45.76 $1216.10
17-21 Training
o Q@O
H H o ”
2. Check the boxes next to your DTS transactions and hit “Delete
| WilamNever |
Displayed reports: 28, Total 28
AVAILABLE EXPENSES View AllExpenses v
=3 =2
[ Receipt Payment Type Expense Type Vendor Details. Date v Amount
Quality Inns
aTce Hotel/Lodging Y inns 0512912021 $450.10
West Memphis, Arkansas
0 aTCC Individual Meals Charged on GTCG SIBIIE 05/28/2021  $45.76
Memphis. Tennessee
aTeC Undefined e oD 05/28/2021  $6823
Memphis. Tennessee
o aTcC Individual Meals Charged on GTCC caplilal 052112021 $4576
Chula Vista, California
aTee Hotel/Lodaing Y D 042912021 $516.12
Miami, Florida
L

Halidaw Inn

3. Click Delete and you're all set!

Confirm Delete [z‘

& The selected expense(s) will be permanently deleted.

OOPS!

Accidentally deleted an expense
and need to restore it?

Contact your Travel Manager.
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Meal Transactions on your Expense Report

1. Assign your meals to your expense report with all your official GTCC transactions.

2. The “Requested” amount of reimbursement is automatically set to SO for meals.

REQUEST

Approved

$1,557.00

Add Expense

[0 Receipt Payment Type Expense Type Vendor Details Date v Amount  Requested
- Cafe Monte
O GTCC Individual Meals Charged on GTCC N 05/28/2021 $45.76 $0.00
Memphis, Tennessee
a 1 §424.00
O D GTCC HotellLodging Sonesta Collection 0528/2021  $48277  Alocated
Resenvation Memphis, Tennessee

ltemized

$45.75

O Other Payment Method M and IE Allowance Memphis, Tennessee 05/28/2021 $45.75 A
ocate:

$61.00

O Other Payment Method M and IE Allowance Memphis, Tennesses 0512712021 $61.00 located
ocate

$61.00

O Other Payment Method M and IE Allowance Memphis, Tennessee 05/26/2021 $61.00 JA—
ocate:

$61.00

O Other Payment Method M and IE Allowance Memphis, Tennesses 05/25/2021 $61.00 located
ocate

$45.75

O Other Payment Method M and IE Allowance Memphis, Tennessee 052472021 $45.75 A
ocate:

$803.03 $698.50

3. Click on “Report Details” dropdown, and then on “Report Header” to redirect funds to your GTCC. Enter the
total amount charged for meals under “Redirect Funds to GTCC Account.”

Report Header x
TDY Memphis ~ $698.50
[ A -

Report Date Trip Start Date Trip End Date

(1110212020 ‘ | [mMwoDryyy | | [MmDDYYYY ‘ |

Trip Purpose * C/E/O o Rank/Grade o

| Mission (Operational) v| \ (C) C - Civilian | \ AD-00 |

Branch of Service o Report Currency Approval Status

| NA | \ US, Dollar | \ Not Submitted |

Redirect Funds to GTCC Account * (@

|' 0.00

Request ID

[J This trip has a Foreign OCONUS segment e

Comment

4
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